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Getting Started

Launch theMinnesota Housing Loan Commitment System

f LF¥ &2dz YSSR @2dzNJ dZ ASNYI YS YR LI} aa¢2NRX &2dz Yd
Administrator.

f LT &2dz R2 y20 (y26 eéstaiaNpldas ¥dnlacytRe®artner SolutiohsR Y A y A
Team at 651296-8215 ormnhousing.solution@state.mn.us

Loans can be locked
1 Monday¢ Thursday from 10 a.m. to 8 p.m.
1 Friday from 10:00 a.m. until 5:00 p.m.

Loans cannot be locked:

1 From 8:00 p.m. Mondag Thursday until rates are posted by 10:00 a.m. the following business
day
From 5:00 p.m. Friday until rates are posted by 10:00 a.m. the following business day
From 500 p.m. on the weekday prior to an Agency holiday until rates are posted by 10:00 a.m.
the following busiess dg.

T
1

Entering a Loan into the Commitment System

Youcan enter a loan into the commitment system in one of three w#ysse are explained in further
detail in the following pages of this guide)

1. Uploading/Importing & 003/URLA .xml file
2. Uploading/Importing a Fannie Ma@®03/URLAfnm file
3. Manually entering the loan data

Uploading a URLA XMtile

Uploading thel003/URLAwill populate most fields in the Commitment SysteRleasenote: You must
import a .xml file that is version 3.4 or high€ollow these steps to import the loan data:

1. Click on the Paper icon, theselectimport Loang iLAD MISMO 3.4
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E

2. Click N2gasS F2NJ CAaAf SX

X Import Loan - iLAD MISMO 3.4 b4

* Required Fields

-- Drag-and-drop file to import --

Import File Name

DI-FHA03_v3.4 XML_FHA 203b Purchase_08212020.xml| b3

3. Locate thexml fileyou want to import then clickOpen
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€ Open X
v s ThisPC » Desktop » Sample Loans v ] Search Sample Loans
Organize « Mew folder =~ T @ |
~ o~
v O This PC Mame
) 3D Objects |j Robertson Sample Loan XML file
» [ Desktop
Z| Documents
; Downloads
J‘) Music
&=/ Pictures
o L N 4 >
File name: |R0I:Jertson Sample Loan XML file ~| | AllFiles ~
Open Cancel
4. SelectChanneland thenClick Import.
X, Import Loan -iLAD MISMO 3.4 X

Import File Name

DI-FHA03_v3.4 XML_FHA 203b Purchase_08212020.xml| X

Import Loan As * Loan Number

New Loan System Generated
Client * hannel *
Test Bank Newest Release s X Homeownership

Operations Center *

Correspondent Ops Center

Cancel & import

5. After the.xml filehas been successfullyported, click on the Minnesota Housing Loan number to

view the loan details and to begin locking your loght.this stage the loan is registered but not yet
locked
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DR « oo -

= Current Loan: | Suzi Builder | Registered | New

6. Click on the Products and Pricing button

ﬂ 4000016435 3 Minnesota Housing Loan Commitment System

= CurrentLoan: Suzi Builder | Registered | New

M Minnesota Housing Workflow | Loan Summary - Homeownership

Loan Information

:
Loan Amount
o 27500000 &x

7. electthe Loanh ¥ ¥ A O S MdMithe WroprdSwnUse theNextbutton to navigate through each
screen and edit or complete the information as needBdrrower Information, Demographic, and
Property & Loan InformationCompleting this information will register tthean but not lock it

® Products and Pricing

Client Selection MN Hou... Collapse

Borrower Information - Homeouimer. Glient / Branch Selection

Borrower Demographic Information

Client / Branch * Channel *
P ty & Lo nation - H o0 - 5 EE - i
foperty & Loan Information - Hom Test Bank Version 1.1.2.55 Homeownership - &x
Product Eligibilty
l * l Lender Loan Number
Rate Lock
Product Selection

NOTEIf you are ready to lock your loan, jumpRooducts and Pricing
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Uploading a Fannie Mae 1003

Uploading thel003will populate most fields in the Commitment System

1. Click on the

icon, then selectmport Loan- Advanced.

P @ W =

2. Click theloanFile Typedrop down and selecENMA

& Import Loan - Advanced X

* Required Fields

Loan File Type *
FNMA

o . . .
3. Select Iconin Import FileSection.

. Import Loan - Advanced X

* Required Fields

Loan File Type *
FNMA

Mapping Set Import File *

@x

4. Locate the 1008JRLA(.FNM file)you want to import Then clickOpen
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Qo X
4 B > ThisPC » Desktop ) O Search Desktop
Organize + Mew folder 4=z = | o
September 2021 " Mame Date medified Type Size
@ OneDrive |:| DI-C01_v3.4 XML _Fixed Primary Attchd 1... XML Document 2TKB
- |j DI-FHAD3_v3.4 XML_FHA 203b Purchase_.. XML Document 30KE
This BC | DI-FHAQ4 v3.4 XML FHA 203b Refi 0930... XML Document 35 KB
1 3D Objects || Jardan R Christopherson.fnm FNM File 11 KB ]
[ Desktop

|| Documents

* Downloads

J‘s Music

&= Pictures

m Videos

i Windows (C:)

== Documents (\\prow16fs01\Users-HOMihnelson) [ o

File name: | Jordan R Christopherson fam e i v
Open Cancel

5. SelectLoan Status Option.

X Import Loan - Advanced X
Loan File Type * ‘

FNMA
Mapping Set Import File *

X a x
File must be smaller than 10 MB

Import Loan As * Loan Number

New Loan System Generated
Loan Status * Client™®

Registered Test Bank Newest Release - X
Channel * Operations Center *

Homeownership Correspondent Ops Center

Cancel

6. Complete the remaining fieldshen clickimport:
o Client/Lender(Select your company
o Channel
0 Operations CentefWill automatically beselected asCorrespondent Ops Cender
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X Import Loan - Advanced X
Loan File Type * -

FNMA
Mapping Set Import File *

% | Kaleena Johnson.fim o o x

Import Loan As * Loan Number

New Loan System Generated
Loan Status * Client *

Registered Test Bank Newest Release x
Channel * Operations Center *

Homeownership Correspondent Ops Center

=

7. After the fnmfile has been successfully uploaded, click on the Minnesota Housing Loan number to
view the loan details and to begin locking your loan. (At this stage the loan is registered but not yet
locked

a % 4000016769 X

= Current Loan: JJordan Christopherson | Registered | New

Ml e ale Plade e | P lincd Calandine hdimmnnn P

8. Click on the Products and Pricing button

n % 4000016435 X Minnesota Housing Loan Commitment System

= Current Loan: Suzi Builder | Registered | New

M Minnesota Housing Workflow | Loan Summary - Homeownership

:

o 275,000.00 &

Loan Information

Loan Amount

9. Selectte[ 2 I Yy h ¥ F AfronstN&2Eop déwnYl&se thdlextbutton to navigate through each
screen and edit or complete the information as needBdrrower Information, Demographic, and
Property & Loan Information Completing this information will register the loan but not lock it.
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@ Products and Pricing

Client Selection MN Hou...

Borrower Information - Homeover.
Barrower Demographic Information
Property & Loan Information - Hom

Product Eliginility

Client / Branch Selection

Client / Branch *

Test Bank Version 1.1.2.55

MINNESOTA HOUSINEBOMEOWNERSHIP SYSTEM GUIDE

Rate Lock

Product Selection

Cancel

NOTEIf you are ready to lock your loan, jumpReoducts and Pricing

MCP_HO_System_Guide
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Manual Loan Entry

Follow these steps if you prefer toanuallyenter all fieldsinta A yy Sa2 G | 2dzaAy3Qa [ 21

System(not using the 1008URLAupload) / £ A O1 2y GKS LI LISNI AO2ys (KSy a

s

1. Selecl Icon

v @ =

2.

3. The ClienBranchSelectionis the firstscreenthat will appear.Completeeach field:
o Client/Branch
o Channel SelectHome Ownership
0 Op Center SelectCorrespondent Ops Ceet
0 Select the Loan Officer from the drop down list

9 If the Loan Officeiis not listed in the drop down box, contact your Web Administrator

0 Lender Loan Number is an optional field
0 Then clickNext

Check Rates | Client Selection Minnesota Housing I

Client/ Branch Selection

Client/ Branch Channal * Op Center ‘
c rrespondent Ops Center

Loan Officer Lender Loan Number
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Borrower InformationScreen

1. Complete the fields on the screeviou mususe the scroll bar tscroll down toenter the household
size,income,andratios. These fields are required for each borrower:

(0]

OO0 O0O0OO0OO0OO0OO0OO0OO0OO0OO0OOo

(0]

Borrower First Name

Last Name

Martial Status

FirstTime Homebuyer Status (yes or no)

Will Occupy Subject Property status (yes or no)
Date of Birth

Homebuyer Education Date

Credit Scores (Trans Union, Experian & Equifax)
Household Size

Number of Minors

Other Dependents

Qualifying Debt Ratio (DTI)

Housing Ratio

AUS

Monthly Qualifying Income

2. Then clickNext

TIP:When entering dad on the screen, use th

e right arrow or / on your kewrd to avoid using the mouse.

nEﬂ B Newloan X Minnesota Housing Loan Commitment System a
New Loan
' New Loan | Borrower Information - Homeownership New Loan m &
Borrower Information Borrower Information
First Name First Name
Middle Name Widdle Name
Last Name Last Name
Name Suffi Name Suffix
ESN ssn
f o martal Staws Warital Status

Will Occupy Subject Property
Ves No

Will Oceupy Subject Property
No

Date of Birth Date of Birth

o] e
Homebuyer Education Date Homebuyer Education Date

=] =]
TransUnion TransUnion
Experian Experian

Equifax

Barrower Credit Score

No Credit Score

Credit Score (All Borrowers]

MCP_HO_System_Guide

Equifax

Bomower Credit Scare
o000

No Credit Score

120f 50 02/27/2023

Return to table of contents




MINNESOTA HOUSINEBOMEOWNERSHIP SYSTEM GUIDE

Check this box if there are more than twe borrowers. Add or edit the application for additional borrowers using the Borrower Management Panel
Are there Cosigners for this loan?
f using this system to generate Mortgage documents, click here to enter additional interested parties.

Household Information

Household Size Number of Minors QOther Dependents
Disabled Househeld Resident

Qualitying Debt Ratio (DTI) Housing Ratio AUS

Monthly Qualifying Income (all income listed on URLA)

Note: If the boxes for more than two borrowers or-signersare not selectedthe Next button will take you
to the Deomographidnformation
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Demographic Information

1. Completeall fieldsin this screer(Ethnicity, Race and Sex).
NOTE: Use the drop down to toggle back and forth between borrower one and borrower two.

3. Then click\Next

[.] New Loan | Borrower Demographic Information « Back Next » .

Demographic Information of Borrowers

Ethnicity: (Che

N

Other Hispanic or Latino - Print origin:
Hispanic or Latino Mexican Puerto Rican

Cuban Other Hispanic or Latino For example: Argentinean, Colombian, Dominican, Nicaraguan, Salv.

+ Not Hispanic or Latino

Race: Check one or more
Print name of enrolled or principal tribe

American Indian or Alaska Native

Other Asian - Print race

Asian Asian Indian Chinese
Filipino Japanese For example: Hmong, Laotian, Tha, Pakistani, Cambodian, and 0 on
Korean Vietnamese
Other Asian
Black or African American
Other Pacific Islander - Print race
Native Hawaiian or Other Pacific Islander Native Hawailan Guamanian or Chamorro Samoan

Other Pacific Islander

v White

Sex

Female v Male

Note: If there is nb more than two borrowers oco-signe, dhe Next button will take you to the
Property & Loan Informatiorscreen.
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Property & Loan Informatiorg Homeownership

1. Fillin all applicable fields. Required fields under Property & Loan Information are:
0 Property Street
o0 Property City
0 Zip Code
o County
o State
0 Property Type
0 Number of Units
0 Year Built
o Construction type
o Purchase Price
o0 Acquisition Cost (purchase price)
o Property Value
o Estate Will be Held in

Loan

Subject Praperty Information

Property Street *

123 Chilli Street

Property City Zip Code " County " State *

- | 55102 RAMSEY = MN

nsus Tract Target/Non Target Property Identification Number (PID)

Property Type Units Year Built

1990

urchase Price Additional Acquisition Costs

245,000.00 245,000

Property Value Estate Wil Be Held In

250,000.00 Fee Simple

Legal Description

A house on Chilli Street

Note: Property City- narrow the search by typing in the first letters of the city.
Step Up-If doing a Step Up Refinance, the purchase price field must be left blank.
Start Up Census Tract and Targeted/Ndargeted fieldsThese fields will populatAFTERhe
f2Fy A4 ft201SR® t NA2N) (1220461 I ¥Rl fdypéingell K S | 84 St R
update

2. Scroll down to complete the Required Fields unidean Information
0 Loan Amount

0 Purpose Type
0 Minnesota Housingg PMIOption (conventional loans only amgbically the answer is No
o FHA Case Number (if FHAj) you do not yet havehis, enter O
o0 Grant Amountleave blankno grants currently available)
MCP_HO_System_Guide 150f 50 02/27/2023
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o0 Program (Select Start Up or Step Up)
0 Mortgage Type (Conventional, FHA, VA, USDA/Rural Housing Service)

n ﬁ New Loan Minnesota Housing Loan Commitment System &
New Loan
@

-

] New Loan | Property & Loan Information - Homeownership

Loan Information

Loan Amount Term (Meonths)

s’ 250,000.00 360

Purpose Type Minnesota Housing Upfront Paid Mortgage Insurance (...

Purchase

PMI Company

Yes @ No

FHA Case Number

5548486965464
Program Mortgage Type
Start Up FHA e

Calculated Annual Minnesota Housing Program E. ..
Calculated Annual Minnesota Housing Program Eligibility |...

72,000.00

3. Continue Scrolling down to complete the Downpayment and Closing Cost Loandtitor.

Down Payment & Closing Cost Loan Information

Down Payment & Closing Cost Loan Indicator
® Yes Mo

Down Payment and Closing Cost Loan Product Down Payment & Closing Cost Loan Amount

Deferred Payment Loan - 11,000.00

MCP_HO_System_Guide 160150 02/27/2023
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4. dickthe Next Button to get to the Create New Loan scieenii KSy Of A 01 &/ NBI iS bS¢
GAEE f2FR FyR GF18 &2dz (12 GKS a[2Fy {dZYYFENBE &ON

n ﬁ New Loan X Minnesota Housing Loan Commitment System F X

| New Loan

] New Loan | Create a New Loan f&]

Create New Loan

l Create New Loan l

NOTEIf you are ready to lock your loan, jumpPRooducts and Pricing
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Workflow Screen Set Up

hyOS @2dzNJ 2y Aa t2FRSR FyR al @SR @&2dz gAtft gl yi

will remain your dedult landing screen every time you select a loan.

1. Open your favorites drawdocated in the bottom left corner of your screen

OoEg : - - I
New Loan

[ New Loan | Borrower Information - Homeownership New Loan

No Credit Score

Credit Score (Al Borrowers)

000

Check this box if there are more than two borrowers. Add or edit the application for
Are there Cosigners for this loan?

If using this system to generate Morigage documents, click here to enter additional
Household Information

Household Size Number of Minor:
Qualifying Debt Ratio (DTI) Housing Ratio

Monthly Qualifying Income (all income listed on URLA)

| ! © 1989 - 2022 Mortgage Cadence, an Accenture Company. All rights reserved.

2. hyOS 2LSys OftA0] 2y daCl@2NRGSax¢
Click on Minnesota Haing Workflow, then click Save:

[N
A
w
<
O«
>x
O«
—

Favorites &

® Cancel o

[ J

ff Check Rates

® Home Improvement Wizard

® Homeownership Wizard
[omrcnies e

€4 Mobile Origination

fh New Loan
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How to add a Cebigner

1. On the Loan Summary page check the box

Check this box if there are more than two borrowers. Add or edit the application for additional borrowers using the Borrower Management Panel

Are there Cosigners for this loan? I

If using this system to generate Mortgage documents, click here to enter additional interested parties.

Household Information

2. Clicking this box will automatically open the field for thesigners
o Complete the following for the esigners
1 First Name
Middle Name
Last Name
Street Address
City
Chase State from the drop down
Zip code
Credit Score

=A =4 =4 4 -4 -4 4

New Loan
New Loan (5) New Loan | Cosigners m

Cosigners.

Bargwe;

Do not enter Borrowers or those who will sign the Mortgage document.

Bomwwer Demographic Informatio Cosigners must sign the Note only. They are responsible for making loan payments but they are not on the property titie,

Cosigners
Propens

ety & Loan Informasan - Homeawnersip First Cosigner

roate a Now Loan Cosigner First Name Cosigner Middie Name Cosigner Last Name
Cosigner Suffix
Cosigner Street Address
Cosigner City Cosigner State Cosigner Zip Code

Cosigner Credit Score

MCP_HO_System_Guide 190f 50 02/27/2023
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Product and PricindHow to Lock a Loan)

1. On the Loan Summary scre&glectProducts and Pricing

- o
FME Compary
-]
L Hesor
Cancel Loan

¥ you ave kg champes 13 yous b, chck s or Aol gtance

2. The Products and Pricingill open; Double checkhe data fields as you go.
3. Use Next to navigate through each tab,

® Products and Pricing

x

Client Selection MN Hou... Collapse All

Borrower Information - Homeowners Client/ Branch Selection

Borrower Demographic Information
Client / Branch

Channel Op Center
Property & Loan Information - Home... N .
Movement Mortgage, LLC. a Delaware limited liability company b Homeownership < &x

Product Eligibility

Loan Officer Lender Loan Number
Pricing

Select... < 3763887
Rale Lock

Product Selection

Cancel « Ea{ Next » Save and Exit
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4. In ProductEligibility UnderLock Periodsselect 60
@ Products and Pricing x

Borrower Demograghic Infarmation

Total Loan Amount Base Loan Amount Property Type Property State
Proparty & Loan Information - Home. & 27354000 Conde - MmN .
Product Eligibility
Lv HLTV Loan Purpose
Pricing i
ricng - | Purchase <
Rate Lock
Occupancy Type All Brwr Med FICO Unils
Product Selection
Owner Occupied - o 793 1 Manual UW
Product Parameters
Borrower Preference Target Price * Product Name Contains
Target Price - 100
@© Products and Pricing X
Client Selection MN Housing Collapse Al
Borfower Information - Homeowners.
Product Parameters
Borrower Demographic Information
Borrower Preference Target Price *
Property & Loan Information - Home. E Product Name Contains
Target Price - 100
Product Eligibility
Pricing
Rate Lockc Mortgage Types * Terms ™ Rate Types Lock Periods *
v Conventional 5 Year v Fixed v 15
Product Selection
FHA 10 Year 30
Portfolio 15 Year g
USDA/Rural Housing Service 20 Year 60
VA 25 Year
v 30 Year 120
180

Get Eligible Products
Products 0

5. Click on theGet Eligible Productbutton.

® Products and Pricing x

Client Selection MN Housing Collapse Al

Borrower Information - Homeowners,

Product Parameters
Borrower Demographic Information
eroory & Losn cmaton- e Borrower Preference Target Price Product Name Contains
Target Price ~ 100
Product Eligibility
Pricing
* * * .
Rate Lock Mortgage Types Terms Rate Types Lock Periods
v Conventional 5 Year v Fixed v 15
Product Selection
FHA 10 Year 30
Portfolio 15 Year 45
USDA/Rural Housing Service 20 Year 60
VA 25 Year 90
~ 30 Year 120
180

Products 0
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Click the arrow next to Product Eligibility to see tiseofvalid products

@® Products and Pricing x

Client Selection MN Housing Collapse Al

Borrower Information - Homeowners. Loan Details

Borrower Demographic Information
Product Parameters

Products

Property & Loan Information - Home
Product Eligibility
Pricing Y Fitter Products Resuits

Rate Lock

Product Eligibility | Q, Search grid data

Product Selection

Fannie HFA Preferred 2500%  2.500% -$3.375.00 -1.500 $889.02 5889.02 523400 $ Q

»  Product Eligibility: Invalid

Cancel «Back  Next»

7. Under Actions, click thial Iconon the right side of the screen next to the desired product.

® Products and Pricing x

Client Selection MN Housing Collapse Al

Borrower Information - Homeowners. . Loan Details

Borrower Demographic Information

Product Parameters
Property & Loan Information - Home
Products (3]
Product Eligibility
Pricing Y Fitter Products Results g
Rate Lock
Product Eligibility | Q searc data

Product Selection

- Product Eligibility: Valid

Fannie HFA Preferred 2500%  2.500% -$3.375.00 -1.500  $889.02 $889.02 $234.00 i

»  Product Eligibility: Invalid

Cancel « Back  Next» m
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8. The Select button will turn bright blue and the eligible product will load, then shlext
I I O e Y ) O e = T T
—

~  Product Eligibility: Valid
| ‘ | §458.33 | | $34.00 | §34.35 ‘ SSU,DJO.UD‘

‘ FHA ‘ 0.500% ‘ 0.303‘36| -52‘475‘-30| -1.500

9. If the validation fa#, errorswill belisted under thelnvalid Products

~ Product Eligibility: Invalid

Fannie HFA Preferred

5797%  $273.540.00

100.000 §1.574.65

§235.11  $5243 82,072.19
Fannie HFA Preferred Risk Sharing 5797%  $273.540.00 100.000 §1.574.65 §235.11  $5243 82,072.19
Freddie HFA Advantage 5797%  §273,540.00 100.000 $1.574.65 §235.11  $52.43 $§2,072.19

To sedhe reasons for an invalid product click on .. on the far right of the product. This

will then list the reasons the product is invalid. Navigate back to the appropriate screens and
correct the error(s). Return to Product Validation and click the RgibHity button again.
Repeat if necessary until all errors are cleared
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Pricing Screen

1. Click the Pricbutton to see rates and SRP optiotizen click the desired SRP
2. Agreenbox will appear arounthe SRP once selected.
3. ClickNext to navigate to the nexdcreen.

NoteY LT 282dzQNB y2i NIBdelidkSavetd 2egidte2yOur loah2 dzNJ £ 21y &2dz Ol

® Products and Pricing x
Client Selection MN Housing Collapse All

Borrower Information - Homeowners.
g Dollar Amount:

$2,375.00
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Rate Lock

1. Tolock the interest rate, clicithe Lock Actiorbutton.

Proposed Lock Details

8 Lock Action

Lock Effective Date Days

2. Inthe New Lock Action, us the drop down &extLockthen clickOk.

Lock Action x

Current Lock Status New Lock Action
Reason Lock

Comments

Close l m

3. ThelLock Statuhas now changed tbhocked Click onSave and Exio return to the Loan Summary
ScreenNOTE: If you do not click Save and Exit after changing to Lock, your loan will not actually be
locked.

)

MCP_HO_System_Guide 250f 50 02/27/2023
Return to table of contents















































































